Generate & Export

DERCC Access Report

SharePoint Quick Guide

Complete the following steps to generate, export, and manage your DERCC User Access

Report.

Step #1: Enter
https://sp.eota.energy.
gov into your browser
URL bar, then press
<J Enter key on your
keyboard

Step #2: Enter
Username and
Password

Step #3: Click Sign In

Step #4: Click Other
Sites, and select DERCC

Please Note:
If you receive an
“Access Denied”
message, please
contact SharePoint
Help (see page 3)
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sp.eota.energy.gov

FEWARNING* *WARNING **WARNING **WARNING**

This is a Department of Energy (DOE) computer system. DOE computer systems are provided for the processing of official U.S. Government information only. All data contained within DOE
computer systems is awned by the DOE, and may be audited, intercepted, recorded, read, copied, or captured in any manner and disclosed in any manner, by authorized personnel. THERE
IS NO RIGHT OF PRIVACY IN THLS SYSTEM. System personnel may disclose any potential evidence of crime found on DOE computer systems to appropriate authorities.

USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS AUDITING, INTERCEPTION, RECORDING, READING, COPYING, CAPTURING, and
DISCLOSURE OF COMPUTER ACTIVITY.

= ARNING® *WARNING = WARNING =\

VARNING**

General Information

Username:
Sign In

About Emergency Operations Training
Academy

Password:

Forgot Password  gister

J Quick TP Click vir Forgot Password
INKTO recover your password.

Site Actions - i WGV Page

EOTA Operations= DNDO Home USSR SharePr
DERCC

irst Responder
Welcome to the SharePoliRAT Site Tor Emey
Academy!

jerations Training
—
For help using SharePoint at any time, select the Help With SharePoint tab above for training aids on a variety of site compenents and features. For

additional questions, please contact the EOTA SharePoint Coordinator (see Important Contacts).

Log In/Change Password

Directories

Training..
it’s what we do.

Welcome TestDOE@nnsa.doe.gov
Site Content Change Password | Log Out
SandBox Documents

Virtual University

Important Contacts

Training Tools EOTA SharePoint Coordinator -
ETC Jennifer Nachor at jennifer.nachor@nnsa.doe.gov

or 505-845-6630

Travel Tools

[P RTONeS M  Oniine Learning Support Specialist -

& Expense Report Janet Lee at janet.lee@nnsa.doe.gov

or 505-845-6617

The SharePoint Sites

Emergency Operations Training Academy (EOTA)

This is a restricted SharePoint site used by EOTA members for
course/project development and collaboration.



https://sp.eota.energy.gov/
https://sp.eota.energy.gov/
https://sp.eota.energy.gov/

Generate & Export
DERCC Access Report

SharePoint Quick Guide

Step #5: Under Reports,
click Access Report

Step #6: From the new
Reports window, Click
Export to PDF

Step #7a: Click Open to
view and print the
DERCC Access Roster
.pdf

Step #7b: Click Save
and navigate to where
you want this .pdf to be
saved in your computer

| Type  First Mame  Last Mame  Access Granted  General User Expires  Privileged User Expires  SIGMA 15 Expires  SIGMA 20 Expires
£ TEsT 456Test 8/20/2014 5/1/2014 5/1/2014 9/1/2014 9/1/2014
= &) The Hulk 8/20/2014 9/2/2014 5/1/2014 9/1/2014 9/2/2014
Flagged Accounts
%] Pepe LePew 8/22/2014 8/27/2014
. Eﬁ Spider Man 8/1/2014 9/1/2014 9/2/2014 9/3/2014
4/ Recycle Bin
iy B Mickey Mouse 7/14/2014 7/14/2014 7/14/2015
[Zn Al site content
£ Natashg Romanoff 12/2014 14/2014 014 12/2045 12/2045
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Document Libraries
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Managed Documents { %

DERCC Access —

Request Status Request Access

Approvers
DERCC Access Roster

Please Note:
Step 7 may vary
depending on your
Browser & established
Security Settings.

® QuickTip: Enter keyword, click Find to
search and view desired information
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Document Libraries

Export to PDF

Working Documents 3
g Actions = | @ | | Find Mext

Managed Documents

DERCC Access Roster

DERCC Access

SIGMA 15 Access

Request Status

Last Name Organization Work Phone Access Granted
Approvers e

Romanoff Matasha MNNSA-HQ Natasha@toons com 505-123-4567 7/14/2014 7114/2015
Reports 12:00:00 AM
Access Repart

Flagged Accounts Last Name First Name Organization Email ‘Work Phane Access Granted| SIGMA 20
Expires
. Mouse Mickey LANL mmouse@toons com 505-345-6789 T14/2014 7/14/2015
2 Recycle Bin 12:00:00 AM
[Zh anl site Content Romanoff Natasha NMNSA-HQ Natasha@toons.com 505-123-4567 711412014 71142015
12:00:00 AM

o G
Man

Spider MNNSA-HQ sman@toons.com 555-567-8907 8/1/2014
456Test TEST NNSA-HQ 23 1234567 8/20/2014

LePeu Pe&e NMNSA-HQ lepew@disney.com 505-456-8907 8/22/2014
— —

pen or save DERCC Access Roster.pdf from sp.eota.energy.gov?
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For SharePoint help: Scott Stoudenmire
> (505) 796-0996 Ext 109
» sstoudenmire@itpnm.com
For EOTA LMS assistance: Janet Lee
> (505) 845-6617
» na-40_ 2trainingacademy@nnsa.doe.gov
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